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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Bid from Scratch

This Job Aid shows how to:
e Create a Bid from Scratch in COMMBUYS

Of Special Note:

Bids are documents used to request price quotes and post opportunities for contracts from potential vendors for goods or
services; used when goods or services are not already on a contract (statewide or departmental). Bids can either be a
one-time request for goods and services, which would turn into an open market purchase order, or they can become a
Master Blanket Purchase Order in COMMBUYS (formerly known as a contract or Master Agreement). They can also
become a SWC (Statewide Contract) or Departmental Contract. This job aid will start at the point of creating a new bid,
without a Requisition. Please review OSD policy if you have any questions.

Bid Types:

Open: Allows any vendor to submit a response, even vendors not originally notified of the Bid upon posting on
COMMBUYS. Open Bids should be used for all procurements unless they fall into one of the situations where a Closed
Bid is appropriate
e Unrestricted: Default on the Bidders tab
o Visible externally and open to all vendors for response
e Restricted: User must make this selection on the Bidders tab
o Visible externally but displays security message when viewer not logged in

Closed: User must make this selection on the General tab. Appropriate only in limited circumstances when a public bid is
not required. For example, this option is appropriate for issuing bids (Requests for Quotes) against Statewide and
Departmental Contracts, where the pool of eligible vendors is already established

e This selection does not show externally, but is visible only to selected vendors when they are logged in

Formal: Bids are “formal” by default and maybe either Open or Closed. Formal bids are used for all procurements unless
they fall into one of the situations where an Informal Bid is appropriate. Formal Bids with multiple awards result in “Open
Enrollment” Qualified Contractor Lists, as described in How to Draft a Request for Response.
e Default on the Vendor tab. No action is required to make a Bid formal.
e Prohibit Basic Purchasing users from viewing any submitted responses until the Opening Date/Time has been
reached

Informal: Can be either Open or Closed. Appropriate only in limited circumstances for issuing bids (Requests for Quotes)
against Statewide and Departmental Contracts to establish “Rolling Enroliment” Qualified Contractor Lists, as described in
How to Draft a Request for Response.

e Allow “Purchaser” to view vendor responses prior to the Opening Date/Time
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How to Create a Bid from Scratch

Screenshot Directions

1. Launch the COMMBUYS website by
entering the URL
https://www.commbuys.com/bso/ in the
Browser

Enter your Login ID and Password

COMMBUYS

C@MMBUYS

— OPERATIONAL SERVICES DIVISION ——

COMMBUY S iz the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUY S INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If wou hawve any questions or concerns contact the COMMBUY S Help Desk at
COMMBUY S@Eetate.ma.us or ring us during normal business hours (84M — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3157

L] Register

Register here to begin using COMMBUYS.

“Wendors, please read this disclaimer prior to registering.
' Complete Registration

Complete registration here te begin using COMMBUYS.

“Wendors, please read this disclaimer prior to completing registration.
. Open Bids

Browse open bid opportunities.

L 13 Active Contracts

Browse active Contracts/Blankets.
. Contract & Bid Search

Search for Bids and active Contracts/Blankets.
. Registered Vendor Search

Search for registered vendors.

Legin 1D:

Fassword:

Forgot your password?

& 2014 Periscope Holdings, |
All Rights Reserved
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How to Create a Bid from Scratch

2. Upon successful login, select the Basic
Purchasing role on the upper right side of the
page if not selected already.

Basic Purchasing Inquiry Note: If you only have one user role, Basic
Purchasing, no tabs display.

January 6, 2014 6:24:20 PM EST p 0 J / t | g X

3. From the Navigation Bar, select
Documents > Bids > New

As a general rule, Policy directs users to
Home \ Items v _ Vendors v start transactions with a requisition.

Requisitions »

Home - Welc ;. Ready To Open

>

m REEEiDt-" > | In Progress
Invoice >
>

Ready for Approval
| Quotes > | Ready to Send
News IC Sent
Opened
Returned
Evaluated
Approved

3

Bid to PO
Canceled

4. Click on Create a bid from scratch radio
button

Create a New Bid Click the Continue button.

Please select the method to create a new bid:

O Craste a bid from seratch.
O Clone a bid fom another documen.

O Copy Contracts For Renewal

Continue Cancel & Exit
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New Bid

m‘ liems Address Accounfing Roufing Attachments MNofes Bidders Amendments Q&A Reminders Summary

Bid Number:
Status:

How Solicited
Department '

Location”
Show on Web:

Required Date.

Auailable Dste “MUDDAYYY HHULSS Al or Ful)

Bid Type:

Control Code:

Print Dest Detail:
Purchase Method*
TexRate:

Item Single Award Only

Info Contact

Fre-Bid Conference:
(Maxsize: 250 characters)

Bullstin Des:
(Max size: 500 characters)

Quote Notification:

Transaction Size (Commontealth Deparments Only|

Date Last Updated

281- In Frogress

Emal v

B
OpenBid v

s v
Open Harket ¥

T

v

Copyright @ 2014 Periscope Holdings, Inc - All Rights

5. Shown here is the left half of a New Bid
General tab. The General tab contains the
overall header information for the document.

COMMBUYS will generate a BID number after
you save your information on the General tab.

Mandatory fields for the left side of a BID:
o Department: select from the department
from dropdown, if not automatically
populated
e Location: select from the location
dropdown; if not automatically populated
e Available Date: date the bid will be
viewable on COMMBUYS
e Purchase Method (dropdown): select
from the dropdown
o Open Market — one time bid
o Contract — do not use
o Blanket —results in a contract
(departmental or statewide)

Mandatory fields for Blanket (contract):

e Purchase Method: dropdown; if Blanket
is selected, two additional fields requiring
input populate:

o Blanket Begin Date: beginning
date of the blanket, use the
calendar icon to select date

o Blanket End Dates: blanket end
date, use the calendar icon to
select date

Optional fields:
¢ How Solicited: do not touch
o Email (default)

e Show on Web: controls if the bid
displays and is searchable in
COMMBUYS - always be checked

e Required Date: use calendar icon to
select the date the commaodity or service
is required; can also be left blank

e Bid Type: defaults to open; dropdown
o Open — available for all Vendors

to view and respond
o Closed — only selected Vendors
on the Bid can view and respond

Control Code: leave blank

Print Dest Detail: leave blank

Tax Rate: n/a for Commonwealth

Item Single Award Only: leave

unchecked

e Info Contract: editable field; input the
name of the person for Vendor’s contact if
it differs from the purchaser

Last Revised: 2015-03-09
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e Pre-Bid Conference: 250 character field
to capture BID conference information — if
applicable

e Bulletin Desc: brief description of Bid

e Quote Notification: check box to receive
notifications of incoming quotes

e Transaction Size: choose from the
dropdown (large or small procurement)

Click the Save & Continue button when
finished.

Purchaser® Buyer, Buyer v
Type Code: | v |
Fiscal Year® 2018 v

Organization: Operational Services Division
Allow Electronic Response: 7]

Bid Opening Date *IMM/DDAYYYY HAMESS AM o L) |:| 5]
Purge Date:MMWDDAYYY) |:| ]
Informs| Sid 3]

Estimated Cost: 50.00

Alternate |D: l:l
Frint Format: * Bid Print Form ¥

Sclicitation Enabled: Ne

User |ast Updsted

6. Mandatory fields for the right side of a

BID:

e Description: is a searchable field; please
enter short bid description (option to use
agency’s Bid numbering schema)

e Purchaser: defaults to designated
purchaser

e Fiscal Year: will auto populate but can be
changed

e Bid Opening Date: use the calendar
icon to select the scheduled date to open
the bid for review and award, which
closes the bid to vendors. COMMBUYS
will no longer accept quotes for that Bid
and the Buyer is able to open and view
quotes.

e Print Format: only one option; ignore

Optional Fields:
e Type Code: dropdown; only use the two
options below
o SS - Statewide Solicitation (only
authorized SW contracts)
o NS - Non-Statewide Solicitation
e Purge Date: DO NOT use
e Informal Bid (check box): if selected,
you can view the submitted vendor quotes
before bid opening date but cannot award
them
e Alternate ID: leave blank

|
Open Market Bid BD-16-1080-0SD01-OSDEP-00000000257

ltems Address Accounfing Routing Aftachments Notes Bidders Questions Amendments Q&A Reminders Summary

General Validation Errors

o Hio fems.

7. COMMBUYS assigns a Bid number and
generates General Validation Errors (in Red)
of ‘No Items’

Click the Items tab remove the error message
and to add items to the bid

Last Revised: 2015-03-09
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Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257

General NiGutN Address Accounfing Routing Aftachments Notes Bidders CQuestions Amendments Q&A Reminders Summary
€N Address  Accounting  Aftachments  Notes  Questions

Status: 2B1 - In Progress E

There are no items. Please click 'Search Items' or 'Add ltem’ below to add an item.

Copyright & 2014 Periscope Holdings, Inc. - All Rights Reserved.

8. Click the Add Items Button to add
item/services to the Bid

Open Market Bid BD-15-1080-05D01-0SDEP-00000000257

Status: 281 - In Progress £

General BICUES Address Accounting Routing Attachments Notes Bidders Questi
G EY Address i Notes

tem #: tem Type: Normal -
Frint Sequence™ 10 ftem Status: 2Bl - In Progress
Description” @ Stock tem Number. @

Q&A i Summary

Quantity Unit Cost Net Unit Cost uom Discount% | Total Discount Amt. | Total

00 0.00 £0.00 Ep A 00 0.00 50.00

UNSPSC Tax Rate: e

Segment-Family

- [ Tax Amount 50.00

UNSPSCChss - Extended Amount. $0.00
Commodity-EPP: Lookup Commodity-EPP

Manufacturer. Brand: Model:

Make: Packaging

_ save8AddNew ||  SavesExt || SavedContinue || Resst

Copyright @ 2014 Periscope Holdings, Inc. - Al Rights Reserved

9. Input the item information. Major fields on
this page include:
e Print Sequence* — value defaults
e Description* — enter complete
description of good or service; be as
specific as possible
e Quantity — enter quantity (must be at
least 1)
o If bid is for a specific number
enter that quantity; if unknown
enter 1
e Unit Cost — N/A, unless known then enter
a cost
o UNSPSC —set of codes that classify
goods and services into standardized
groups; use the drop down or eye glass
icon to search for the most relevant code
(see step 10)
o Segment/Family
o Class
e Other Product Information — these fields
are optional

[=—==]
UN S P SC Code Browse

wem

o= ey

2 |osa re——
o ez Ct ]

e B preer———

e [ee—

= [re—

o e ]

T o=

nae [FE——

N =]

¢ [ram Wt ey 0 O

10. After clicking the eyeglass icon, the
Search Code screen populates.

The Search Code screen populates, use the
available search dropdowns and fields to find
the best code. Select the radio button on the
left side of the screen to choose the best code
and click the Save & Exit to return to the
Items tab.

Add as many items as required for the Bid, by
clicking Save & Add New. Click the Save &
Exit button once finished with all required bid
items and the Items General tab redisplays.

Click the Address tab to continue once all
items are added.

Last Revised: 2015-03-09
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Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

Status: 2B1 - In Progress EI

General Items Accounting Routing Attachments MNotes Bidders Q&A i Summary
Ship-to Address Bill-to Address

1080 - Conversion Address “@ 1080 - Conversion Address ‘@

One Ashburton Place, Room 1017 One Ashburton Place, Room 1017

Boston, WA 02108 Boston, MA 02108

us us

Emait test@gqoperiscope.com Email: test@goperiscope.com

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

11. Click the Address tab to continue the
bid.

Review the Ship-to and Bill-to Addresses.
Click the Eyeglass icon to add or change
either address.

Note: Organization Administrators maintain
the Ship-to and Bill-to addresses. To update
or add additional addresses, contact the OA

Lookup Ship-to Address - Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

Search Using: | ALL ofthe criteria =
Department ID Department Name
Department Suffix Department Suffix
Search ] Hame
Fields: _ - "
Location 1D Location Name
City County
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ

[ Find ft J[ Clear ]

Close Window

Copyright @ 2014 Perizcope Heldings, Inc. - All Rights Reserved.

12. The Lookup Ship-to Address window
displays. Input the search criteria and click
Find It.

If no criterion is entered all possible
addresses for the Organization will appear by
clicking Find It.

13. The search results display. Check the

—  oroeems

Select|  Deparment Department Department Department Address Info Select radio button adjacent to the address
D Name Sufx Suffx ;
b o you would like to select.

e Uil PETSPLUS 10 1006 Az Bl .

g St Click the Select button at the bottom of the

?m.mll?ﬂi page_

Emal: linda banks: BCCenture com

Phane: (317834

14. The search page closes and the selected
e e e e B O T address populates the Ship-to Address.
Sl L Ll Click Save & Continue.
] WSHI - Ceniral Warehouse &)
Anne:Bel Imoentory User
Dne: Congress Street 21ETih Stregt
11ih foor Saiz 1100
Boston, MA 02114 1E T Shreet.
5 Austi, TRTET01
Emai: inda banks-grantisccenture. com s
Phone: [EIDQ‘JMME Emait gfores{@iperiscopeholiings.com
Prone GBI
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Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

Status: 2BI - In Progress B

General ltems Address Accounting Routing FLEERTENTES

Files

Notes Bidders Questic

Q&A

Summary

@ Click Add File to add file attachments.

Ho File Attachments

Forms

@ Cick Add Form to add form attachments.

No Form Attachments

Add File

Add Form

Copyright © 2014 Periscope Holdings, Inc. - All Rights Resrved

15. Click the Attachments tab. The
Attachments tab displays.

If any files auto-attach: review, keep or delete
as necessary.

Attachments include bid attachments and
required forms/contract documents

Click the Add File button to add a new file.

Note: Add Form is not currently a working
function in COMMBUYS

Add File

0 Name is the display name for the file that wil appear where attachment repository files are displayed. t can be different from the name on disk and can contain alphanumeric ch

Name*
Description:

Fig®

Location:

2500

Save & Ext

|| savesContive || Reset

) cancalatt I

16. The Add File window opens. To select a

file from your desktop, click the Browse

button.

Complete the following fields

e Name - required; but will be populated
with the file name if left blank

e Description — optional

Click Save & Continue to add another file or

click Save & Exit when all files have been

added.

Note: Files previously uploaded or added to
the Document Library in COMMBUYS are
available in the Attachment Repository. To
locate and attach from the Repository, click
the Search File button and complete the
advanced search criteria.

For additional information on adding
attachments refer to the job aid How to
Search for and Use Attachments in
COMMBUYS.

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257

Status: 281 -In Progress &

General ltems Address Accounting Routing [[iuaueill Notes Bidders

Q8A

Summary

Files

Name

Description

Show
Vendor

Attached By

Attached Date

Delete

Tulips jpg

Buyer Buyer

082172014

Forms

@ ciick Add Form to add form attachments.

Ho Form Attachments

Save & Continue ||

Add File

Add Form

Copyright © 2014 Periscope Holdings, Inc. - Al Rights Reserved.

17. The Attachments tab redisplays with the
new file attached.

Last Revised: 2015-03-09
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? General ltems Address A g Routing Attach "'J\m Bidders CQuestions Amendments Q&A Reminders Summary

Delete

A User Note

Note Date

Sample Note. -

18. Click the Notes tab (this is an optional
tab).

Add any text or note in the Note box. Notes
are viewable only by Commonwealth users.
Vendors cannot access or view these notes.

When complete, click Save & Continue.

Geoeral Tems Adfress Actourtng Roatng Arachmentst) Notsi) Ouestins Amendniats QAA Remingers Sunmary

Subooatractors  Quote Acthity

Vendor Vaidztion Viarnngs

Select bisder paricipation, spen or osed, and selectvendrs to noil
eresiriced i all vndars can vew andrespand

) Restied i oy selcld vends an ew ndespand

Freferred
Delivery Method

Vendor ID Vendor Kame

Vendor Address

7 Show Untrces b'endors
! ide B Hoder Lston Vendor S¢
0 : s

Copyright ® 2014 Periscope Holfings, Int. - Al Rights Resened

19. Click the Bidders tab.

In general, a bid (RFR) should be open to all,
which would be unrestricted.

Several options can be set on the Bidders tab:
e Select bidder participation
o Unrestricted — any vendor can
respond to the bid
o Restricted — only listed vendors
can respond to the bid
e Show the Unit Price to Vendors — when
unchecked (default) bidders cannot see
the unit price for bid items
e Hide Bid Holder List on Vendor Side —
when checked (default), bidders cannot
see who has responded to the bid

Click Lookup & Add Vendors.

Last Revised: 2015-03-09 9
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Lookup & Add Reference Vendors - Bid BD-15-1080-0SD01-0SDEP-00000000257

Search ALL ofthe crieria
Using:
Find it Il Clear
Search Vendor 1D Vendor Hame
Fields:
Vendor Tax ID :e"d‘" paa
Show [[] ame
Vendor Keyword Alternate 1D
ZIP Code County
State -
[] Emergency Suppliers [T] Reference Vendar
UH S P S C Segment-Family -
UHSPSCClass -
UHSP S C Keyword
DUNS Number
This is the DUNS number assigned to my Business
Environmentally Preferable Product =
o o+
MBE Certified =
Not Certified ~
Prompt Pay Discount 3
e -
Are you i in aPri =
contractor? No -
Geographical Service Area in Massachusetts =
Western Massachusetts ~
service Disabled Veteran Owned Business =
ot Certified -
SDO Certified =
Not Certified ~
Business Structure .
Sole Propristor -
AGREEMENT AND TERMS OF USE FOR SELLERS
Yes
Business Type =
Business Enterprise ( for profit ) ~
\lomen Non-profit Organization (W/NPO) Certification =
Not Certified
Program || Small Business Purchasing Program
ABCDEFGHIJKLMNOPQRSTUVWXYZ
Browse by:
012345678910
I Find & il Clear |

Find Vendors for All Commodity-EPPs on the Bid

20. The Lookup and Add Reference Vendors
screen displays.

Scroll to bottom of the screen and select Find
Vendors for All Commodity-EPPS on the
Bid button. The results will display with the
Vendors who selected the same commodity
code as the bid item(s).

COMMBUYS automatically matches the
vendors who have correctly registered with
UNSPSC codes; these vendors will receive an
email naotification of the Bid.

Select Vendor ID Vendor | Alternate | Last PO Date Last Bid Date | Address | City | State | Contact | Phone | Reference
] Name (] Hame Vendor
. 2 Braintree
B 201387 gc"’"&r& HilFark | Brainvee | MA B‘T'I'.d BIT4TIIZ0 | No
T Suite 102 =
- w
O 2145 Soluions, B " | Rosevile | CA | Jeff Huber | S16TBOSTA1 | No
e Suite 100
The Parris
PO Box Mischa | (T)EIS-
=] 00000514 I(’Z;mpawy. st Boston | WA | s Mo

_ SavedBxit | Savel Contiwe

Find Viendors for All Commodity-EPPs on the Bid

Copyright @ 2014 Periscope Holdings, Inc. - Al Rights Reserved.

—

=

Warning: All vendars have been selected for email notification, A large
quantity of vendors may take several minutes to process.

21. Click the top Select checkbox to select all
the Vendors.

Buyers can also add vendors by hame and
also use the other search parameters listed,
SDO, SBPP, etc.

A popup window displays with a Warning
Message when selecting a large number of
vendors.

Click OK. The popup window will disappear
and all information populates in the bid.

Click Save & Exit to return to the Vendors tab

Last Revised: 2015-03-09
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22. The Vendors tab will now display all the
Vendors you selected

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257 Status: 2B1-In Progress 55
General Mems Address Accounting Routing Attachments(1) N a:l‘l’e':tio;:m:r:;?;nent: Q&A Reminders Summary Buyers Should See emall a_S the preferred
Select bidder pariicipation, pen or closd, and select vendors to notiy m ethod Of del iVe I’y.
(@ Unrestricted bid, all venders can view and respond
) il b, ny sclsted vedors cn view ad espond Click Lookup & Add Vendors multiple times
Delete | Vendor ID Vendor Name P'ef.e"” to ensure that VendOI’S W|th d|fferent
Vendor Address iy commaodity codes relevant for your bid are
ls included, by entering the criteria in the search
field. Be as broad as possible to select all
] 0000005 | R Donnelley Bid Maling Address: Add New Address Paper Copy Haied pOSSIble Vendors'
General Mailing Address - Susan Sheridan 400 Blue Hill Drive Su... » . .
e e COMMBUYS will create a combined
Sute 100 ™ K .
Hestuco 1 200 notification list of all vendors you select
_ through multiple vendor searches. If a vendor
0 4503 New England Office | Bid Waiing Address: Add New Address Paper Copy lailed . . .
g appears multiple times, COMMBUY'S will
General Mailing Address - Patricia Vacca 135 Lundquist Dr Braintre... ~ . .
6Lt keep the company on the list once to avoid
R duplicate notification.
B 4051 Muratec America, | Bid Waiing Add New Address Paper Copy Wailed
nc Address:

General Mailing Address - Jerry Roberts 3301 E. Plano Parkway, Ste.. v

3301 E. Plano Parkway, Ste #100
Plano, TX 75074

[Z] show unt Prices to Vendors
Hide Bid Holder List on Vendor Side

© Before you look up bid vendors or add a new vendor, please save your unsaved changes. Otherwise you wil lose those changes

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

23. Click the Questions tab (this is an
optional tab)

Open Market Bid BD-16-1080-0SD01-0SDEP-00000000257 Status: 251-In rogress P The Questions tab allows you to create
General ltems Address Accounting Routing Attachments(1) Notes(f) Bidders m Amendments Q&A Reminders Summary queSUOnS for the Vendor to answer W|th a

_ i . _ supplied response type. You can make these
Delete | Question# Required Question Response Type . . .

SEGTED guestions a required response by checking
g ° 1 o & AVALABLE - the Required box.
. To change the Response Type, chose from
B taens the available dropdown options.
Copyright ® 2014 Periscops Holdings, i - Al Rights Reserved Once all questions are entered, click Save &
Continue.
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Open Market Bid BD-15-1080-05D01-0SDEP-00000000257

‘Status: 281 - In Progress. :§

General ems Address Accouning Roufig Atactment(f) Noeslf) Bidders Questons Amendments [T Reminders Summary

Question # | Created Date | User Created | Question Subject Question Answer Show on Web
O

Show Orignal Vendor Only | Delete
a i

A New: s N B

Alow veadar bo subri questions

Send noification whea vendor submiting quesion

Copyrght & 2014 Perscope Holdngs, Inc. - All Rights Reserved.

24. Click the Q&A tab (this is an optional
tab). The Q&A tab is a way for vendors and
the Commonwealth to dialog within the bid.

This feature is only usable before the bid
opening date; however, the questions and
answers remain viewable after the bid is
opened.

In addition to adding the questions, there are

two options on this page:

e Allow Vendor to submit questions —
make sure to check if questions are
allowed for the bid

e Send notification when vendor sends
guestion — use if you want notifications of
guestions sent in COMMBUYS

Click Save & Continue after entry of each
guestion.

Status: 2Bl - In Progress EI

Open Market Bid BD-15-1080-05D01-0SDEP-00000000257

General ltems Address Accounting Routing Attachments(1) Hotes(1) Bidders Questions Amendments

08A Summary

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

Due Date” Comment* Remind Whom* Days | Date Completed | Send | Date | Entered
(MM/DDIYYYY) {max 250 characters) Prior (MM/DDIYYYY) | Email | Entered By
0
Remind”
] n -0
il

25. Click the Reminders tab (this is an
optional tab)

To create a reminder, input the information on
the Reminder tab including:

e Due Date

Comment

Remind Whom

Days Prior to Remind

Send Email

When the reminder is sent, the tab
updates with the Date Completed.

Last Revised: 2015-03-09
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Open Market Bic BD-15-1080-OSD01-OSDEP-00000000257 — 26. CIle the Summary tab.

General loms Adiress hecounting Routing Attachmeets(f) Nots(] Sidders Questions Amendments QB Reminders

. .
— e - = = The Summary tab provides a recap of the bid
it T e e e v ot information. Shown here is the upper part of
o s — T the Summary tab.

e v - s o
S oottt ol
v - enosrg ncsen e S
Somrernerris Pa— .
Date Last Updated: DETNZINE 04520 AN User last Updated: By Bayer tem Single Award Only: e
‘Ship-o Address: &emp.sumgw.m»n-; Bill-to Address: ;:mm&m Reem 17 Print Format: B4 Prise Fom

ﬁiﬂﬁﬁmﬁﬂuﬁm :amm
i —
Bidders: Vendord. ‘Vendar ame | Preterred Deimery Methoa | otiications [Respondea

0300051 AR Donneley “aper Copy Maled Ne

500075 | Tom Tree loume. e |mmwm N

e e =

e =

= e e =

M2 | Intemationsd Pager Ppar Cony Msiad e
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27. Shown here is the lower part of the
Summary tab that provides a summary of

Transaeion ie Commonweatts each item on the bid as well as the action
buttons currently available for the bid:

il e Submit for Approval
* Cancel Bid
ot p— e CloneBid
UNSPSCOode 44-10-31 o Prl nt

"Printer 2nd tacsimile and protooogier supples:
Q& Unik Cost oM ‘Tofal Clsoount Art. TaiRae Tax Amont Tofal Cost . . . . .
} o e } w } - =| After reviewing the information, click the
F— . ot Submit for Approval button to submit the bid
Ve Py into workflow for approval routing.
Aoowrt Code Amant
Trere b o e ccourting iz for s R Sk|pped Tabs
— - e Accounting: Phase Il

I | e | | : s

pem— P e Routing: populates after submission

for approval

28. A Popup message displays stating ‘Are
romweopeos MMM ¢ ays st
e o £ you sure you want to submit this bid?’

Click OK to continue with the submission. To
cancel the submission, click Cancel.

e Are you sure you want to submit this Bid?

J |
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Bid from Scratch

29. The Summary tab redisplays showing a
: status of Ready for Approval.
Status: 2BRA - Ready for Approval E

Amendnents Q8A Reminder)

: 30. Once the bid is approved, the bid’s status
Home - Welcome Back Buyer Buyer will update in your Control Center The status
News(t) Dashboard Reqs(d] POQ) Approval(l) My Reminders0) Events()] will change from Ready for Approval to
In Progress{0) Ready for Approvalll) [LEVRERLLUY Ready to Open{3s) Opened(l) Approved(0) Ready to Send.

. _ T Click the blue hyperlink Bid # to open the bid.
Bid # Organization Buyer  Description
(0000102 Operational Senvices Dision Buyer Buyer Job aid creation bid
(00000055 | Operational Senices Dision Buyer Buyer sec test three
31 The bid opens to the Summary tab.
Scroll to the bottom of the page.
Delete| Approver | Order |Approval | Level| Approver Date Date
Sequence| Path Requested | Approved/DisapprovediCe . . .
d D = ! PP P " Under Send Bid Actions, Select either the
Linda Banks Grant 1 1| Primary DIET2014 05:2017 P 011572014 052343 PM RADIO button option :

¢ Change bid status to ‘Sent” and notify

Send Bid Actions Vendor - general rule to send email

o Change bid status to “Sent’ only —
Option(s) | @ Change bid status ta "Sent” and notfy vendors ) Change bid status to “Sent” only. pOStS the Bid on COMMBUYS but does
not send an email notification to the

selected bidders.

Click on Send Bid button.

The bid is now posted on COMMBUYS,
Vendor may be able to respond depending
on the available date set on the General tab
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